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NONAPPROPRIATED FUND POSITION DESCRIPTION

JOB TITLE: Audit Clerk POSITION NUMBER 01-0102

JOB SERIES: 0503 PAY LEVEL: NF-1

Summary of Duties:

Performs a wide range of clerical duties in connection with the auditing of documents and reports associated
with sales and/or procurement operations.

Performs one or more of the following: prepares a variety of reports involving cash register readings,
merchandise control on hand, merchandise transfers, invoices, resale goods and supplies, direct delivery goods,
etc. Audits documents and maintains number controls such as credit slips, transfer vouchers, warehouse
issuances, etc. Initiates necessary adjustments and corrections. Maintains required manuals, regulations,
directives, guides, cataloged and other related materials.

May type, file or perform other clerical duties.

Performs other related duties as assigned.

Minimum Qualifications:

Must be familiar with accounting clerical methods and techniques; administrative procedures; and have ability
to acquire knowledge of MWR policies, orders and regulations. Six months of experience preferred.



